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Flexible Hiring Options: 


Understanding an Accounting firm's task requirements is one of the most significant benefits of hiring 


offshore staff from Entigrity. Keeping in mind your work's seasonality and sporadic nature, we have carved 


the flexible hiring model molded according to your staffing needs. 


FLEXIBLE HIRING OPTIONS 
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Billing Executive: 


Receiving and sorting incoming payments with attention to credibility. Managing the status of accounts and 


balances and identifying inconsistencies. Issuing bills, receipts and invoices. 





INVOICE 
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AR/AP Assistant: 


Pays invoices by verifying transaction information; scheduling and preparing disbursements; obtaining 


authorization of payment. ... Maintains accounting ledgers by posting account transactions. Verifies accounts 


by reconciling statements and transactions. 
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Digital Marketing Assistant: 


The duties of a Digital Marketing Assistant include performing administrative tasks, conducting market 


research, updating databases, and writing content for the company social media site and web page. 





KKK 


www.entigrity.com 








KKK 


entlerity 


Business Development Associate: 


A Business Development Associate helps companies to boost growth and sales. 


They conduct market research, develop business strategies, build client relationships, and identify new 


business opportunities. 


Business Development Associates find work in a variety of industries from marketing to information 


technology. 
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Admin Support Staff: 


Accounting Administrative Assistants also assist in administrative or clerical duties. They may answer phones, 
greet customers, make appointments, file paperwork, perform data entry, scan documents, receive and sort 


mail, and any other tasks that contribute to the function of the accounting department. 
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Virtual/Executive Assistant: 


Typical tasks a virtual assistant might perform include scheduling appointments, making phone calls, making 
travel arrangements, and managing email accounts. ... For an employer, one advantage of hiring a virtual 


assistant is the flexibility to contract for just the services they need. 
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Client Service Executive: 





Account Executive is an entry to an intermediate level job. It is the role responsible for helping with the 
auditing process, provide client support and understand requirements between the client and the company. 


It also includes tasks like searching for new client opportunities and negotiate on behalf of the company. 
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Customer Support Assistant: 


Answer customer queries and issues in timely and accurate manner. Prepare, reconcile and record the 
payments. Prepare and submit expense reports to management for approval. Prepare management reports 


related to accounts payable and receivables. 
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Social Media Marketer: 





Social Media Coordinator is responsible for planning, implementing and monitoring a company's Social 


Media strategy in order to increase brand awareness, improve Marketing efforts and increase sales. 
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